FOR AGEEEZEE____ 1. Aeencv Address State Scholarship Commission FOR RECORDS MANAGEMENT USE
Application Date Georgia Higher Education Assistance ,,Corp_ Application Number
9_97-78 pivision - 9 Lavista Perimeter Park, Suite 110 78 76
Application Number 2187 Northlake Parkway | 5
ate Received Date Completed
Tucker, Ga. 30084 _ MAR e
| . . 78-004 | _ . - e -2 1978 | iP? 11 1978
' | 2. Person to Contact ‘ Working Title 7 Telephons Number |
Ralph D. Roberts | Fiscal Officer C 393—7241

: ' . AN QEHERT ' .Ol-;FICE .F'r;réSe' ARY ‘
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMONT OF ARCIIVED Y g STATE o
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76-R IM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta Georgia, 30334,
Attention: Scheduling Section.

e e S e e e —= e e T e et v e e PE—

3. Amion Recjuested :
-, q Estabush Retention Schedule; record will continue to accumulate,
b. a Dispose of present accumulation; no further accumulation antucnpated

¢.__ 0 Amend Application No. . __ Check One: [J Change; O Supercede: O Void
4. Dates of Series (5. Records Series Title (followed by title used in office; if d:fferenr}
Earliest {atest '

Fy 74 | Continuous GHEAC Bank Account Cancelled Check Files ‘
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

(1) Guarantee student educatiopal loans made by eligible lending institutions located
throughout the state of Georgia. This includes the receiving, evaluating and processing
of all student applications for loan guarantee. . Approved applications are then processed

for guarantee by the Corporatlon iy

(2) Represent or act as agent for all eligible lending institutions in Georgia for the
purpose of fulfilling requirements of Federal laws, rules, regulations or formulas.
pertaining to the use of federal funds on guaranteed student loans. - This included
billing the Federal Government for interest due 6n each student loan and the subsequent
disbursement to the proper lending institution; filing of all necessary documents,
reports and information with the U.S. Office of Education, and maintenance of all
accounting and other records for audit purposes and/or future reference.

7. Reeord Series Description  This file contains the following documents finclude form numbers and titles, if any)
Attach samples of the file.

Documents relating to: paying off _def_aultedr student loans and paying lending institutiohs the
interest accrued on student loans.

" Included are: - rcan_‘celle,d checks payable to the lernding institution,

’ F.ile is aranged:  Chronologically by month in which cleared bank thetreunder numeric'alljrr by
check number. _

8. Monthly Referenee Rate How often are reeords referred to which are:

One to six months oid _twice eat Efven 1o twelve months old mi.ee_.)zear'lllyrteen to twenty -four months otd _tw_ig xearly
twentv ﬁve months and °'d°"tw-:ce*yea-r1y

9. Ann‘uel Rau of Accumulauon of Racords R ,
Lettersizedrawers .. ___; Legal size drawers —_— . _:Shelves _ <. Other (specify) 2 box_e_s

-

i —_—

AR=80-71; Wev.78 . T iown,




vEs | NO _10. Questionnaire_

{Ptace an ““X" in the proper column)

s . a. Is this the official copy of the series?
X If not, where is i1?

b. Does the saries contain confidentiai information requiring security handling? 1f ves, cite law or regulation.

_ X ¢, Is this a vital record?

d. Does this series have historical or long term research value?

bdibe b

d

e. When one or two documents in the file make it necessary to keep the entire file for a long period, couid these

documents be scheduled separateiy?

f. tsthe lnfomMWMWML

9. Isthe mformatnon contamed in this series ever analyzed and/or recorded in a summarized report7
If ves. attach copy.

e

h. Is there a duplication of this series in your office, or in another offnce of agency?

: X If ves. where?
X

X

11. Retentlon Requirements

A, State Law
b. Statute of iimitation
c. Federal law

is 18 years.

i. Isbis. Mmmﬂﬂmﬂa&mmﬂdmd?
.. Does the record serjes result in 3 comouter printout?

The following requires the series to be kept:

__9_._.__. years.

years.
23 — .. years.

d. Audit period

years,

e. Administrative need
f. Federal retention instructions

years.

'

- Attach copy or excert of laws or regulations. Explain admm&stratwe need.
Federal laws and regulations require that all records pertaining to each student loan be™*-
retained for not less than (5) years after loan has been repaid, repayment period maximum

Code of Federal Regulations Part 177, Title 45, (see attached).

years,

REF

] 12. Approved Dispasition lnstructmns

T

O Calenda. Year:

“This agency recommends that the file series be cut off at the end of each

(A Fiscal Year; O Other

———then,
3 Hold in the current files area _ 6 °__month(s) - year{s): then
O Transter to local hoiding area; hold year(s); then
@ Transfer to State Records Center:; hold _22_1,[2_._year(s) then
X Destroy. '
O Transfer to State Archives for permanent retentlon )
O Other (Specify) [ -
¥
The;e instrut':t:ions apply to all prior and future accurriulations of the series.
__Date Reponds Management Officer (Signature) Date
lil 2 2/ot)28~
e Ja— Stata Records Commyttee (Signature) , Date
Recommendations in para- - I
¥aph 12 are approved, - State Auditor/Designee 7-7
fif disspproved, attach letter -
»f axplanastion.) Secre;%t_atemesigm Wa, / tz‘bv_ﬂ’"

Attorney General/Designee’
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